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Circular No.32/2016-17

Subject: Guidelines for Issue of Stationery Items.
Ref.: Approval of competent authority dated 02" September, 2016.

The Administrative activities of the University have been increased considerably since last 6
to 8 month, Hence it is proposed to frame guidelines for issue of stationery items as under:-

a) Stationery items requisition should be submitted by all with proper justification well in
advance, For School/Centre Board meetings requisition have to be submitted one week
before the date of meeting with proper justification with number of members.

b) School/Centre/Dean office/Faculty member will have to submit their requisition
forwarded through Dean/Chairperson/Coordinator.

c¢) School/Centre/Dean office/Faculty member/Staff/Dept. have to collect stationery items
from Administration Block, Stores & Purchase Dept. (Room No.16), Sector-29 Campus.

d) Requisition for Computer Peripherals such as Net cable/SMPS/Lithium
Battery/Mouse/UPS etc. should be submitted with recommendations to ICT Dept.

e) Requisition for Sanitary items should be submitted in the first week of every month with
signature of Caretaker/Clerk forwarded and recommended by Hostel Warden/Provost/In-

charge.
f) All these guidelines will be applicable to the all teaching and non-teaching department
and staff.
g) All Schools/Centres/Department/Cells are requested to use these items judiciously.
h) Revised requisition form is available on the University website. ;--\
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Copy to:
1. All Deans 8. ICT Chairperson — with a request to post
2. Director, Sector-30 campus this Circular on the University Website
3. FO (Offg.) 9. AR - VC Office
4. CoE (Offg.) 10. Finance & Accounts Department
5. All Chairpersons/Coordinators of Centre (By ~ 11. Admission & Evaluation Department
Email) 12. Deans office (Sector-29 & 30 Campus)
6. All Teaching Staff and Non-Teaching Staff 13. Circular file
(By email) 14. Guard File

7. Assistant Librarian

JFeT-29, MHAIR-382030, T o - 07923977407, $aw-07923260076
Sector-29, Gandhinagar, Phone No. 07923977407, Fax-07923260076

Email: registrar@cug.ac.in, website: www.cug.ac.in




